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Importing a Previously Executed Contract through the SCM module 

 

The below process is only the foundation in order to create the Amendment/Renewal in PeopleSoft 
from the original executed contract prior to the agency SCM go-live date. 

Scenario: 

A Procurement (i.e. transactional) contract does not exist and must be created prior to creating the SCM 
document.   I need to import the executed SCM document in PeopleSoft in order to do a future 
amendment/renewal within SCM.  Original executed contract is on the public search portal. 

Before you begin, you will need to complete the following tasks: 

1. Vendor must be in PeopleSoft and tied to an active Bidder ID; 
2. When was the original contract executed.  Date? 
3. Do you have amendments to import as well?  How many? 

 

Navigation = Supplier Contracts > Create Contracts & Documents > Contract Entry > Add a New Value 

 

 
 

1. Enter Administrator/Buyer = Contract Manager (PS User ID) 
 

2. Choose Vendor Name or Vendor ID 
 

3. Confirm/Enter Begin Date (original Contract date) and Expire Date 
 

4. Enter the Maximum Amount  (this includes original contract and any amendment amounts) 
 

5. Enter Contract Description 
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6. Enter Line Items or a Line Category; or if this is a Zero based contract the Line Category must 

be 01234567.  (Choose only one of the two options.) 
 
 

 

 

 

 

 
7. Click PO Defaults hyperlink and enter Business Unit 

 
8. Choose/enter Ship To ID (required) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

9. Enter Agency Department (required) 
 

10. Click OK 
 

11. Complete Tier 2 details (all fields must be populated IF there are participants ) 
 

12. SAVE 
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13. Change Status =  Approved 

 
14. Click SAVE 

 
15. Click Add a Document pushbutton 

 

 

 

 

 

 

 

 
The Create Document page will appear. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. Choose Document Type (represents the State Boilerplate used on Original Executed contract ) 
 

17. Choose Requisition Type (Req/PO type – used for SCM workflow approval) 
 

18. Click Import Document pushbutton 
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19. Import Option = Current Contract/Document is the default.  (if there are amendments to 
import, go to page 6)

 
 

 
20. The below fields are now available: 

 

 

 

 

 

 

 

 

 

A.   Original Contract 

a. Version = 1.0 
b. Status = Executed 
c. Status Date = Date contract was executed 
d. Click the Upload pushbutton and load file 

 

Note:  If you get a message as noted below, decrease the size of the file name = < 60 characters. 
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21. After file has been uploaded, the grid should look like this: 

 

 

 

 

 

 

22. Click Done with Import 

 

 

 

 

a. Click Yes if you have no changes.  No further edits will be available. 

 

23. Document Management page after file has been imported: 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  When you are ready for the Amendment/Renewal, you will proceed to click the Create 
Amendment pushbutton. 
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Following are steps if the Original Contract and prior Amendments need to be imported 
 
 

24. Import Option = Current Contract/Document is the default, but if you have more than one 
document to upload (ie. an amendment or multiple amendments/renewals) then…………… 

 
 

25. Select Original and Amendment radio button 

 

The below fields are now available: 

 

A.   Original Contract 

a. Version = 1.0 
b. Status Date = Date contract was executed 
c. Click the Upload pushbutton and load file 
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B.   Amendment File (This is your most recent Amendment/Renewal file) 

a.    Version = 2.0 
b.    Amendment # = this is the amendment # (if you are uploading multiple 
amendments this would be the number of amendments being uploaded) 
c.     Status = Executed 
e. Status Date = Date Amendment was executed 
f. Click the Upload pushbutton and load file (if you get an error when uploading the file, 

it is due to the file name being too long.  Reduce the file name and try again.) 
Example of error below: 

 

 

 

 

 

 

 

C.  Expand the Prior Versions grid to add additional Amendments (i.e. #1.  Please note that the  
executed (i.e.   Status Date Fields) must be in chronological order when importing numerous 
Amendment Files.  (i.e. Current to the Oldest) 

 

 

 

 

 

 
(If you have more than two Amendments to upload, see Page 9 for an example) 
 

D.   Amendment File 
a.   Version = 3 
b.   Amendment # = will default 
c.   Status = Executed 
d.   Status Date = Date Amendment was executed 
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e.   Click the Upload pushbutton and load file 
f.   Repeat steps a-e for all corresponding amendments/renewals 

 

 

 

 

Click Done with Import 

 

 

 

 

Click Yes if you have no changes.  No further edits will be available. 

 

Note: To view uploaded contract documents, go to the Document Version History hyperlink.  The 
original contract and Amendments can be found quickly by: 

a. Document Action = Executed 
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Document Management page after files have been imported: 

 

 

 

 

 

 

 

 

 

 

NOTE:  When you are ready for the next Amendment, #8, you will proceed to click the Create 
Amendment pushbutton. 

Example of the Import page when multiple Amendments are being imported: 
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Amendments/Renewals from Imported Contracts 

The process to create amendments/renewals from an Imported Contract differs slightly from SCM 
contracts created and executed within Supplier Contract Management. 

If contract amount needs amended or there is an increase to the executed contract amount, the 
following processes will occur.  If there is no price increase, proceed to Step 3. 

1. Create new Requisition; 
 

2. After Requisition is approved and budget checked; increase the transactional Procurement 
Contract Amount to include the amended amount. 

 

 

 

 

 

 

 

 

 

 

 
3. Change Contract Status = Open 

 
4. Adjust the Maximum Amount to include the amended price, if applicable. 

 
5. If applicable, update the Expire Date field 

 
6. Click PO Defaults hyperlink to verify that a Business Unit, ShipTo & Dept is noted 
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a. Click OK (you will return to the Contract Entry page) 
 
 

7. Click SAVE 
 

8. Click Maintain Document pushbutton 
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9. Document Management page = notice the Imported Document tag 

a. Click Create Amendment pushbutton 
 
 

 

 

 

 

 

 

 

10. Message regarding Clearance Check – Click Yes to continue 

 

 

 

 

11. Create an Amended Version 
a. Amendment Option = accept Default 
b. Amendment Configurator ID = Click on look up icon to get a list of valid values 

 

 

 

 

 

 

 

 

c. Select the Configurator ID based on original contract 
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SOI Amend Import = SOI Imported Amendment 

SOI IBM Import Amend  = IBM Ordering Agreement Used for Imported contracts 

SOI Renew Imported = Renewals that DO allow a price increase 

SOI Renew NO Import = SOI Renewals that do NOT allow for a price increase 

 

d. Select Yes or No by clicking the drop down arrow whether this Amendment/Renewal 
requires IOT approval. 

 

 

 

 

 

 

 

 

e. Zero Amount Amendment = select Yes or NO.  If NO, then input the amount of the 
Amendment only.  If Yes, no further action required. 

f. Version = Accept default (do NOT change) 
g. Comments = if you want to add additional comments, please do so. 
h. Click OK 
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12. Click OK to message: 
 
 

 

 

 

 

 

 

13. Document Management page: 
 

 

 

 

 

 

 

 

 

 

 

The below processes in detail can be found in prior documentation (i.e. SCM Instructional Guide; Text 
Document -Step 4; Page 16).  Creating amendments must go through the same processes as original 
Contracts.  In summary, they are as follows: 

14. Click Edit Amendment File pushbutton 
15. SAVE 
16. Open 
17. Enter the missing variables (i.e. Agency Name) as they will be noted by "%%".   
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a. Enter Agency Name also within the signature box: 
 
 
 
 
 
 
 
 
 
 
 

 
18. Edit document as required 
19. Accept all changes if no Internal Collaboration is required 
20. SAVE 
21. Check IN 

 
22. Browse/Upload 

 
23. Internal Collaboration (send to internal contacts) 

 
24. Finalize Collaboration 

 
25. Click External Contacts/Signers hyperlink. 

a. If this is not the Vendor who will sign, click Cancel and create a new External User ID 
(see prior documentation, "SCM Instructional guide, Step 5 – Page 29") 

b. If this is correct, enter the Contact Name 
c. Check the Primary Document & Required to Sign checkboxes (Allow Document View 

checkbox will automatically be checked) 
d. Click OK 

 

 

 

 

 

 

 

 

 

 
26. If you need to create a new External User ID; click OK 

 
27. Click Add External User hyperlink to create new User ID 
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28. Prepare Document for Signing  

a. Click Prepare Document for Signing 

 

 

 

 

 

b. Review List of Signers and follow directions on the page 

 

c. Click OK (Please make note of the Processing)  (click Cancel if changes are required) 
 

d. Click Open to the Adobe message and OK to the PeopleSoft message about preparing 
the document (i.e. Enable Usage Rights for Adobe Reader) 
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e. The file will remain Checked Out pending certification 

 

 

 

 

 

 

f. SAVE the .pdf (make note where file is SAVED) 
 

g. Return to PeopleSoft and click Upload Prepared Document (if you attach a different file, 
you will get a message when attempting to upload) 

 
 

 
 

h. Browse; Upload 
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29. Click Send to Contacts 
a. Delivery Method = Email and Online Signatures 
b. Files To Be Sent defaults to Amendment Files/Most Recent Only 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

30. Click OK  
 

31. Vendor signs and returns 
 

32. Agency Signature  
 

33. Perform Clearance Check (this needs to be completed prior to Submitting SCM document for the 
workflow approval process) 
 

34. Route for Approval (when contract is fully Approved, contract manager will get an email) 
 

35. After Contract has been Approved; then Dispatch (Manual) 
 

36. Execute 
 

a. Message will display as follows: 
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37. Return to Procurement/Transactional Contract by clicking the Contract ID hyperlink 

 

 

 

 

 

 

38. Update Status = Approved 
 

39. SAVE 
 

40. Copy approved/budget checked Requisition to existing Purchase Order if the amendment 
required adding additional funds to existing Purchase Order. 
 
 
 
 
 
END OF PROCESS 

 

 

 


